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Asyou begin using the Case Management System (CMS), please contact the EISHelp
Desk via e-mail at eishelp@health.state.ak if you have any questions or problems when
working in the system.

The Case Management System (CMS) must be accessed via Internet Explorer. Click on
the Explorer icon on your desktop.

This will bring you to whichever home page you have set up, such as the State of Alaska
home page or the Microsoft Network home page. On that home page, enter
“cms.hss.state.ak.us’ in the Address field. (If you are on the MSN Home Page, do not
use the Search the Web field to try to access CMS.) Do not use “www”. Once you have
accessed the CM S site, it should come up as one of your options in your drop-down list
each time you access the home page. Instructions to set up a Favorite are on page 4.

4} State of Alaska Online - Microsoft Internet E xplorer ' _ I@I]EI@ _ 8] x]
J File  Edit Miew Favoites Toolz  Help
« &5 Q@ [0 @ @ IR g 3. E
Back Fariward Stop  Refresh  Home Search Fawontes  History b ail Frint Edit Discuzz
IAgdressl cmz has.state sk us ;I @ Go H Links ¥
[text anly 1=
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m Visit Alaska and Alaska Facts
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i i TRIT .
C.amgal_glr Ruling State Appeal Wildlife and Fish
MT.@S For Safety Online Fish andGame Licenses
Millennium Tribal
Governor Knowles' [Agreement Leaders =~
e i el
Alas T il Pri
Wek @ 0il Prices Forecast
= e |Redistricting Board Web Site Alaska 2000 Census
0 AR |...More News . More Videos & Redistricting Data
_ = Alaska Kids ﬂ‘
Employee Directory Business Legislature | - grown-ups allowad!
Departments Communities Courls
Online Public Notice
Hot Topics Services _ TechTraining [ egals, Bids, Meetings, mare. .
& |_|_|Q Intemet

If you expect to be accessing other Web sites, or if you often open web linksincluded
in e-mail messages, it isa good idea to open an additional session of Explorer to use
for those purposes. Otherwise, when you click on those links, or access other Web
sites, you will be disconnected from the Case Management System.

2/5/2002 2



The first time you access CMS in this manner, you will get the following screen. Please
click on Yes.

Security Warning |

Do you want boingtall and run T emminal Services Actives
Control” signed on 5/24/2000 B:12 AM and distributed by

Microzoft Carporation

Publisher authenticity verified by VenSign Commerzial
Software Publizhers CA

Caution; Microzoft Corporation agzerts that thiz content i
zafe. Y'ou zhould only installiew this content if you kst
ticrozoft Corporation to make that azsertion.

[T Always trust content from Microzoft Carparation

More Infa |
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The Windows Login Screen will display. If you wish to set up Case Management as a
Favorite, it should be done using the address appearing in the Address field in the
example below. Click on the Favoritesicon. When the menu appears, click on Add.
The correct address for the Case Management System connection is added as a Favorite.

To continue the entry sequence for CMS, type in the User ID code and password. Each
office will be assigned a User ID code and password for this screen. Then hit <enter> or
click on OK.

o ="
I S N A G @B 9 F .
Back FamnaErd Stop  Refresh  Home Search Favortes  History (LT Frit Edit Dizcuss
Address I@ http:a"a’ts4.state.ak.us!connect.asp'?Sewer=ts4.state.ak.us&Domain=ITG&rW'=BSD&lH=ESD& j @Go |J

Log On to Windows

Microsoit

Copyright © 1985-1993
Microsoft Carporation

Built on NT Technolugy

User name: I sysopsprod

S EmEh I **********l

Log on ko IITG j

o4 I Caneel Shutdewrn... | Options << |

This brings you to the sign-on screen for the Case Management System. Y ou must enter
your User ID and Password in the appropriate fields. If you have access to both CMS
and the Eligibility Information System (EIS), the User ID and Password is the same for
both. Once those fields have been completed, you may either press <enter> or click once
on the Department of Health and Social Services logo.

The Division of Public Assistance

< Enter »
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m, Case Management Systerm
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Once you' ve gained access to the CMS, the screen above displays. Any time you want to
change your password, you may click on Commands and then select Change Password.

i, Case Manag eme ik System
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On the Change Password screen, make entries as you normally do in other sessions or programs
to enter anew password. Keep in mind that changing your password in EIS changesit for
CMSand vice versa.

. Case Management Login

The Division of Public Assistance
Case Management System

AE P,
;;9 s,

Pasgword:

<Enter>

“erify Pasgword:

Some genera information:

First and foremost! If you have accessto both EISand CM S, and you use multiple sessions
when doing casework, it isvery important that you NOT have the same client up in both
ElISand CMS. Thiscan cause SPIKESin EIS and create other problemsin CM S,

When you first access CM S, you will see that its windows appear on top of other windows, and,
asaresult, you can’t view afull screen. To remove the other windows and to provide afull-
screen view of Case Management, press the Cirl-Alt-Pause keys simultaneoudly. To returnto
windows and partial screens, repeat this function. To move between sessions while staying on
the full screenin CM S, use Tab-Alt to bring up the icons for your sessions, and then to select the
session you want.

The Case Management System does have Help screens. By clicking the cursor/mouse on afield
and pressing F1, you will access the Help information for that field. If a specific field does not
have help, the system will take you to the next higher level of related help, which may be screen
(or tab) help. For example, on the upper part of every screen is some basic client information.  If
you F1 from any of these fields, you will see help for Getting Sartedin Case Management. On
the Work Activities tab, pressing F1 on most fields will also give you genera screen information.
However, using the F1 Help function on fields with drop-down menus or boxes, especidly if they
list particular codes, will give you information specific to that field.

To see more of a Help screen, you can enlarge the viewing area by dragging its border out over
the contents portion of the screen. Y ou can aso go to other help topics by clicking on those
topics in the Help contents list that displays to the left of the Help information area. To exit the
Help screen, just click on the X in the upper right hand corner of the screen.

The Help screens can be printed, but we recommend you do not print them. Sizing requirements
in the programming make them too large to print with al the information on one page in most
instances. The screens and most of the same information asin Help are available in this User’s
Guide.

Remember, if you have any questions or problems when working in CMS, please contact the
EISHelp Desk via e-mail at eishelp@health.state.ak.
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Upon changing your password, you will again access the main screenof the Case
Management System.

. Case Management System M= E3

Commands  Help

O|=| 8|

[Client Number:| | [clientName: [sm =]
[Client SSN: | >|  |patectBith: | |Phane Humber. |

Case SummaryT wiork Activities T F’a_i_JmentHustor,UT Caze Notes T Client Motes T Alertz T

— EIS Program Information

IEase Number:! I tonth: I I Participation: | I Last Benefit |
I Ben Amt: I I |ssued Amt: I I HH Type: | I HH Size: |
—EIS Program Information
~EI5 Case Information
i Pam IEurrent Month iF'art. iF'gm Status I Status Date l e l ! T l ! e l
I Case Aszigned to: I
ITA Counter:l IBA Counter:i
— Address Information
— Mailing Address
I H BN
- Residence Addre:
I H BN
— Additional Information
|

It remains blank until you enter search criteriain either the Client Number, Client Name,
or Client SSN field. Once you’ ve entered your search criteria, Smply press <enter> or
click on the H& SS logo or on the Traffic Light icon on the tool bar. If you search by
client name or by client SSN, the cursor must remain in the search field, and you must
press <enter>.

Entering a client number, client SSN or last name or partial last name of a person who
has no work services involvement generates an edit, Client not in JAS. (Entering alast
and fir st name of aclient not in JAS will still bring up the list of any clientsin JAS with
that same last name.)

You must “inquire” or search and select a client before entering data. Y ou will not be
able to navigate any further within CM S unless you have indicated a specific client.

If you search by Client Name, you may inquire using the first letter of the client’s last
name up to the entire last name, and CMS will display the following screen:
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i, Client Search I
Commands
©l=| 8 <[] |
ICIient Mumber; i 0000025967 |Elient MHame: lS martmed, One
| Poos[ T |
|Client Number | Client Hame | Date of bitth | S5M
"W Smartmed, One sosd970 0
Smartmed, Two 06/06/1968
0000025609 | Smeltzer, Billy B. 01/01/1958 | 908-77-BEE5
0000027437 | Smiff, Smaff Z. /01966 |054-56-1269
0000015893 | Smirf, Clede &. 10/01/1968  |930-45-7624
0000015893 |Smif, Thomas A, 10/01/1968 | 930-45-7624
0000015893 | Smiff, Persont A, 10/01/1968  |930-45-7624
0000015835 | Smirff, Persond 100115977 |103-34-5623
0000017836 | Smith, Frank L. m/mA9e7  [421-321321
0000015653 | Smith, Greg 01./01./1961 923-45-7544
0000019967 | Smith, Leoni L. 12/27/1963  |574-50-1669
0000028406 | Smith, et anather 01/01/1955
0000028484 | Smithers, Judee 12121972 |124-34-9814
0000027841 | Smitty, Jackie 10/15/1953
Forle o |End of Client List hedpedrrerdll Fevtivt e

In this example, the search criteria of “sm” was entered in the Client Name field and CMS
brought up al clients with the last name beginning with sm. Thelist is sorted a phabetically and
includes only clients who are “known to JAS’ in EIS—those who at some time have had awork
services involvement. Clients who have aliases listed in EIS will appear in al appropriate listsin
CMS. In thisexample, Leoni Smith would also appear in a search for A (Ash) and J (Johnson).

You may page forward or backward through the list by clicking on the arrow icons on the tool bar
near the top of the window screen or by changing the number in the Page field and hitting

<enter>. You may aso reset to the top of the list with the L icon. By clicking on the Stop Sign
icon, you may leave the list without making a selection and return to the Case Summary screen or
the tab you were on when you began the search.

The Client Search screen appears with the first name highlighted. To select this client, Smply
<enter> or double click the name or click on the Traffic Light icon. To select any other client on
this page, use the down arrow on the keyboard or the mouse/cursor to highlight the client, and
then select that client by one of the three methods explained above. Thiswill take you to the
individua client’s CM S file which will alow you to view their EIS casesummary, view or enter
work activity hours, view their supportive services payment history, view or enter case notes,
view or enter client notes, view or enter client alerts, and view or enter FSSPs (Family Sdlf-
Sufficiency Plans).

The following screen represents a Case Management System screen that is ready for update

and/or viewing. (Pleasenote: if you search by Client SSN or Client Number, the system updates
with the client information immediately, without going to a Client Search screen/list.)
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. Case Management System
Commands  Help

0|2 8|

|Client Number:!ljuuu|:|23544 R I -

AN =
|EIienlSSN: 1332-94-3209 Weivmzn&m\‘@wﬂ\}aw

Case Summaly]/ Work.&cﬁﬁities T F'aymentHistor_l,lT E\aseNotes T }ilientNotes T Alerts

Navigation Tabs

— T& Program Infarmation

| T4, Case: |DDDD?‘518 | T Month: IU‘UZUW ITA Participation; ]IN iLast Tés Ber: ||:|3;2|:||31
| T& BenAmt {$316.00 | Talss Amb: {$316.00 | TAHHTppe: J1P | TAHH Size: 03
—EI5 Program Information
EIS Caze Information
|Pam  [CumentManth [Part. [PamStatus | Status Date : .
! Diffice: ll:laﬂ ! Urit; a4 I Cazeload: im
Th 04,200 IN Clozed 03312001 _
FS 12/2000 IN Clozed 1143042000 I TA Case Assighed to: IKolenek, Becktest 0.
T2 Counter; 7 Bid Counter: 4
—&ddress Information
— Mailing Address
 Residence Addiess
= |ﬁ5«NEHDFmI3E IAK ISS?‘BZ
—Additional Information
|MSG # 3334444, SISTER WHO LIVES NEXT DOOR

Under the Client SSN field, there are seven tabs that are used to navigate within the CMS.

Y ou must select one of the tabs for viewing and entering data. To select atab, smply move the
cursor (arrow) to the tab indicator and click once. The view of this screen will change, with your
selection displayed.

Also, on the main tabs as well as on many of the entry screens accessed through these tabs, there
are anumber of icons on the tool bar. Depending on the function of the screen, the icons vary

somewhat. However, three icons appear on nearly every screen. One of those isthe|@.|, which
isameans of exiting a screen or function without making a change or completing an action
(smilar to PF9 for userswho are familiar with EIS). If you click on the Stop Sign from one of
the main tab screens, it will cause you to exit from the Case Management System.

|
Next isthe@i Usethisicon if you want to print information on a screen or tab. Make sure the
printer you use for Case Management is a not a dot matrix printer (preferably alaser printer).
i
And finaly, thereisthe =21, The Traffic Light means “enter” or “refresh,” and updates or
completes an action or a screen.

Below is adescription of the information displayed on the Case Summary tab:
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Case Summary Tab

_r— H/“ HS\

Commangds  Help
: |jelalel / \
\ / \
[Client Number: 0000028148 =] [lient Name: ASamueIson, Taffy \ =]
[Client S5N:  |574-83.9738 »|  [Date of Bith/ 0340241570 [Phore Nurnber: {{507) 5551234
6 ' 7 - 8 9
Caze SummalyT Work Ad _IPayment History T Caze Notes Motes ts T
\ / /
T2 Program Information A\ / /
10 N\
| T™Lase: 00007359 | TAMowth [01/2001 | Té Patticigation: [IN [ Last/TA Ben: [01/2001 13
| [T BenAmt [50.00 [ TATssAmt [30.00 | TAHHTwpe: [1P | TAHH Size: 02
N
. 12
1 ——%m Infarmation
IP__. E P FT T R EIS Caze Information
il LIrent Mo art. M o latlis atus U ate
g I I g I | Officer [120 | Unit: 1 | Caseload: |02
Ta  [o/eom N [Dpen 10/17/2000
ME |08/2000 IN Open 10/11/2000 | [TA Case Assigned to: [Mecomick. Genrie
T4 Counter; g i, Counter; i]
— Address Information
— Mailing Address
— Residence Addre:
T5T [EHEHORAGE [s” [oss04
— Additional Infarmation
|
1. Thisisthe Client ID Number. The drop down arrow on this field will keep a history of al client ID’s
accessed within the current session for easy recall.
2. Thisisthe Client Name. The drop down arrow on thisfield will keep a history of all client names
accessed within the current session for easy recall.
3. Thisisthe Client Social Security Number. The drop down arrow on thisfield will keep a history of all
client SSNs accessed within the current session for easy recall.
4. Thisistheclient’s date of birth.
5. Thisistheclient’s phone number.

Please note: the screen aboveisfor a Temporary Assistance case with “ Jobs” work services. If thecaseis
a Food Stamp case with E& T work services, all “ Program Information” fields (6 — 13) will reference” FS’

instead of “ TA.”

6. Thisistheclient’s EIS case number.

7. Thisisthe EIS program month the caseis currently in.

8. Thisistheclient’s participation code (IN - In, OU - Out, DF — Disqualified/Fraud, DI — Disqualified,
DJ- Disqualified for work related issues).

9. Thisisthelast month that a benefit wasauthorized. When the benefit has been authorized, but not yet
issued, this field will bein bold print.

10. Thisistheamount of the client’slast benefit that was authorized. The amount in thisfield may not be
accurate until the case has actually been worked in EIS.

11. Thisistheamount of the client’slast benefit that wasissued. Once the benefit issues, the print in field
9isno longer bold.

12. Thisisthe description of the type of household (Temporary Assistance: 1P — one parent, 2P — two
parent, |C — Incapacitated; Food Stamps: REG — regular, SPE — special category).

13. Thisisthe number of recipientsin the household.

2/5/2002 10



&, Case Management System !ﬂ E

Commands  Help

ol=| Bl
[Cliznt Nurber| 0000028148 | [Elient Name: |Samuelson, T affy =]
ICIientSSN: |5?4-83-9?39 _-_| IDateofBirth: |03;02;19?0 |F'h0neNumber:I[SD?]583-1234

Case SummalyT Woork Activities T F'a_l,lmentHistol_l,lT Caze Motes T Client Motes T Alertz T

— T4 Program Information

I TA Case: iD 16 I 17 i 18 ITA Participation: iIN ILast Th Een: ID1.:’2DD1
[TABen At [3 \_I_T 'ﬁ\ - [TEAATRe [P [ 19 [PEe 02
14 —EI5 Program Information‘\ \
Fg_m- ICunentMonth }‘FaT IPgm Status iSta\tus Date -EISDE;false.lnfw o — 20
15 e I /200 N [Open 1071172000 | Dffee: !_1 20 ) /—'/
ME | |08/2000 IN Open 1012000 | | TA Case Assigned ta: [Mocomick, Gwennie —T]
Ftemea] T
23 —Address Infarmation ul |
[T Ttaling Addre — &4
0 [ H BN
- Residence Address
TST [ENCHORAGE [a [asE0e
24 L Additional Information
|
14. These are the programs that are associated with the client’ s case number.
15. Thisisthe current month of the assistance program that is displayed.
16. Thisisthe client’s participation in the assistance program that is displayed.
17. Thisisthe current status of the program (open, closed, etc.).
18. Thisisthe effective date of that status.
19. Thisisthe EIS caseload number assignment.
20. Thisisthe name of the eligibility worker for this client.
21. Thisisthe counter for the Temporary Assistance months used.
22. Thisis the counter for the Baby Exempt months used.
23. Thisisthe client’s mailing and residence address.
24. Thisfield reflects information entered in the Directions to Home field on the

ADDR (address) screenin EIS.

All of the fields on the Case Summary Tab are read-only.
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Work Activities Tab

. Case Management System

Commands  Work Activities  Help

[y

Ols| 8| ]| il
|Client Mumber 0000029463 = | [Client Mame:  [winter20, Mrs. |
[Client SSN:  |232-66-221— | |Pate of Bith: |11/ [Phone N ST 63233
2 3 4 5
Casze Notes T EIien/N otes T Ale/{s T
/ /
\{olk Services [nformation \ / /
\ IMonth: IDE.-"2EIU2_;I iCunentMonth: il]2}'2l]l]2 iF' poranm: lJB iF'gm Status: IHE_:! iF'gm Status Date: 102,"05,"2002
iStalt Date: [0z Gee Date: qu;nu;uuunj);k’ﬂsn: | ‘:! IPenaIt_l,l Hsn:l .j IVDI: IN ‘j IEH Hsn:l
lfoice: ’288 ! Unit: iS lCaseIoad: iS? }Cfase Manager Aszigned: !
st St s e Mfork, Activity - 8 tonthly dchivity e +

I Maonth: | Act Start Date: End Date: Auto Thiu: Schd Hrs: | ActHours: | Hilp'wage: | Provider: | Contractor:

Thisis the Work Services Month. There is a drop-down box from which you may et
other months to view on the bottom portion of the screen.

The current Work Services Month appearsin bold print to call attention to the current month.
Thisis the type of Work Program involvement. JB=ATAP, ET= Food Stamps.

Thisisthe program status. OP=open, CL=closed, SU=suspended, TR=transfer,
RG=registered (see # 6). The codes are accessed via the drop-down box. (An old code, JR,
may appear for aclient; it is still attached to some clients who had an involvement during the
time it was used.)

Thisis the Program Status date.

The Work Activities start date is colored red like the RG field as a reminder that it can be
changed befor e the program statusis changed from RG to OP by using the drop-down
calendar.

Thisisthe Work Activities closure date. Thisfield is highlighted for entry if the case status
is changed to closed. The drop-down calendar alows selection of the date.

Thisisthe Work Activity closure reason. Thisfield is highlighted for entry after the closure
date is entered. The drop-down box displays the available codes for selection.

DF —deferred due to lack of office capacity. DV — ended due to domestic violence

EX — exempt IR—invalid work search referral

MH — ended due to mental health MR —met E& T requirements

NA — never appeared at work search. NC — penalized/noncompliance not cured
NE —TA/FS case closed-reason not employ.  SA — ended due to substance abuse

SB — ended due to other barriers WK — ended due to employment
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0.

10.

11

12.

13.

. Case Management System ]
aaaaa ds  Work Activities  Help.

_LJJ_Li_J_J

[Client Mumber:[0DD0028779 | [Elient Hame:  [ERTETENEET
ICIienl SSH |574793,u73|3 v| IDate of Birth: ||35/1 2/1964 |F'hune Mumber. i[nnn] 000-0000

Case Summar E ities | Payment History | CaseMotes | 9 1 Al 10
ok Semices ln| 12 411

/
[Menth: o6 2003 rit tonth:[06/2001 [Frogram: [JE [Fom Statu# [oP =] [Fom Statds Date: [05/02-2001 d

iSlarlD}([&t/DEfDmA iEIDsE D ate: ign/gg/gggg_i il:l s Fan i Li iF'énalty Risn: ! Li iVDI [ Li iEH F!Sn!

[Office: [257 | L|r||l [2 [Caseload: [o7 [ Ease Manager Assigned: [Mecormicl k. Guwenhie |

Sfark Sctivity e e ]| 13
t=: | EndDate ] Ao Thro: [SchdHrs: [#ct Hours: [HiywWage: | Provider | Contractor

062007 | % | 0E/01 /2001 99,/99,/9933
052007 [k 0440542001 99,/99/39399 [EEE) =) $6.25

This is the penalty reason when the client is in a penalty Stuation. Thisfield 1s highlighted
for entry when the case status is changed to SU. The drop-down box displays the available
codes for selection.

E&T (ET) codes

JS — didn’t complete job search activity ET — didn’'t comply with other requirements
JQ — quit or refused job or reduced hours ~ EA — didn’t complete employment assessment
“ Jobs” or JB codes

CS — child support non-cooperation EA — didn’t complete employment assessment
IP— intentional program violation JQ— quit or refused job
—didn’t participate in job search SA — minor parent failed to attend school

SS—didn’t develop, sign, comply w/ FSSP WA —didn’t participate in other work activity
Thisisthe volunteer status of the client. Thisfield defaultsto N (no). If the client volunteers
to participate in work activities, select the Y for yes.

Thisis the work activity exemption code from the EIS WORK screen. Possible codes are:
For E&T (ET)

DV - Active DVR IC— 1ll/Incap
NC — Non-compliance; Disqualification PG — Pregnant, 2'/3 trimester
RM — Remote SB — Substantial Barriers to Employment

SW — Sheltered Workshop Employee NW — Exempt from Work Registration (displays
when WR exempt code entered in EIS)

For JOBS (JB)

BA — Baby Exemption CA — Caretaker Disabled Adult
— Inappropriate Child Care CD — Caretaker Disabled Child

CH — Child included in ATAP HH CP— No Child Care Funds

HD — Family Hardship IC— Incapacitated

TR— No Transportation Funds
Thisis the Case Manager caseload assignment. Changes can be made on this screen. To
update, the cursor must be in the “Caseload” field and the worker must hit <enter>.
The Case Manager’ s name changes when the casel oad assignment is changed.

Please Note:  Any time the program status field is changed, the Work Activities tab must be
refreshed either by clicking on the Traffic Light icon or on the H& SSlogo. When the changeisto
close or suspend/penalize a case, dates and codes must be entered befor e refreshing the screen.
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16 17 18 19 20

W Case Management Srstem

ols's| »inl ] &

|C|ientNumber:]unuunza??a | |EIientNarne: Smarte, Dadl
|CIientSSN: |5?4.93.0?30 _'J |DateofBirth: |u5;12;1954 |F'h0ne Hurnber: |[ono] 100-0000

Case Summary Iwmk Activities}/ Papment Hiztom T Caze Notes T Client Mates T Alerts T

—Wiaork. Services Information-
!Month: iUBa’2UUTﬂ iCurrent Manth: iI]B!ZI]Ih ;F'n:-grarn: iJB ;Pgm Status: iUP j ;Pgm Status Date: 105302,’2001

!Start Date: inq;nEJszj IEIose Date: iDDJDDJDDDDj IE|S Ran: i j ;Penalt}l Hsn:i j iVoI: iN j iE:-c Hsn:i

14 U Office: !25? ! Uriit; lS !Caseload: !9? !Case anager Agsigned: ;Mccormick, Gwennie 15

14.

15.

16.

17.

18.

19.

20.

/ol Activity P arthly ACHiity oeemseeeeoeommanse e +

IMonth: | Ack: | Start Date: I End Drate: I.é.utoThru: !SchdHrs:l.&ctHours: Hrly ‘w/age: | Provider: | Contractor:

06/2001 |V (601 /2001 95/99/9999 | 0942001 ooz2 | 002 | $0.00
062000 Wk [04/05/2000 93/33/3339 0e0 L] $6.25

Thisisthe record of Work Activities that have been recorded. The Month field drivesthe
display. Activity codes, Start and End Dates and the auto-thru data are displayed.

This section displays the Monthly Activity data: Hours, Hourly Wage, Provider and/or

Contractor for the corresponding Activity Code.

Enter or update button. Click once on this button or on the H& SS logo to update or

refresh the screen.

Add Work Component button. Click once on this button to display the Work Activities—
Add/Change screen. Y ou may also use the menu bar to add (Work Activities— Add) or you
may right click with the cursor anywhere on the Work or Monthly Activity portion of the
screen. Then select Add.

Delete Work Component button. Highlight the activity and then click once on this button to
delete the selected work activity. Once al activities in a month are deleted, the month is also
deeted. Clicking on the delete icon for a month with no components deletes the month.
Update Work Component button. Highlight the activity you want to update, then click once
on this button. Y ou may also right click on the selected activity and choose update or you
may double click on the selected activity.

To update multiple activities, click and drag your mouse over the activities you want to
update, then hit the enter key. You will not be able to skip over an activity using this
process, but on the Add/Change screen, you can save an activity without making any
changestoit.

Initidlize JAS Month button. First use the drop-down menu in the Month field to select the
next month; then click once on this button to create the new month. If a component requiring
hours be entered displays 000 in the Actua Hours field, an edit will display asking whether
to initialize anyway. If zero hoursis the correct entry, click on yes. If some hours were
actudly worked, click on no and use the Update function to enter the hours.
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. Work Activities - Add,/Change

Commands
0| 2| &
ICIient Number:lDDDDD28?34 ICIient M ame: iFledriCks, Jo |F'roglarn: !JB Fam Status: lDF"
|Pam Start Date: [12/07/2000 |Eurtent Morth: [12/2000
|

et S ma e S Wiork Scthivity Manthly Activity e

Ié.c:tivity:i ;j IS tart D ate: I ;j IE nd Date: 199;’99;9999;1 ISched Howrs: i Iﬁct Hours: i iHourI_l,l wage: I

Futo Th: l vi |F'lovider: l :j IContraclor:i ;j
i S s Saved Work Activities Saved Monthly Achivities -—------eeeeeeeeee
I honth: ﬁt— I Start Diate: I End D ate: Auto Thiu: ISchd Hours: iﬁct Hours: iHl|_l,J wage: IProvider: iEonllac

The Work Activity Add/Change screen alows you to add or update work activities for a
client. The Monthfield on this screen will automatically display the same as the Month
field on the main Work Activities screen. Y ou may change the month by using the

Month drop-down box (1), and selecting the month in which activities need to be added.

If the month selected is other then the Current Monthon the main Work Activities screen,
both the start and end dates of any added activities must be within the selected month.
For example, if the current month showing on the Work Activities tab is 12/2000, but you
need to enter an activity for the month of November, you will need to change the Month
field on this screen to 11/2000, and the start and end dates for the component must be
within the month of November.

However, if you are adding an activity in the current month, and you know it is going to
continue for several months, you can leave the end date as 9s and enter an auto thru date.
The system will roll the activity and its information from month to month through the
auto thru date. Y ou can go to the activity at any time and update hours, wages, etc. or
change the thru date or end the activity.
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= Case Management System

im. Work Activities - Add/Change

Commands

DS &

[Client Number: 00000267 34 [Client Marne: [Fredricks. Ja

[Pam Start Date: [12/07 /2000 [Currert Month: [12/2000

!F'rogram: JE Farm Status: IDF‘

iMnnth' I'|2/2EIEIEI 'i Save Activity I

T T ok Activity

Fonthly Activity -

Iﬁ.ctiwt}l: I _v_'
A5 - IMITIAL ASSESSMENT -
F.uto THEE. -BK IN COUMTABLE “wWE ACTIVITIES

E1 -SUBSTAMCE ABUSE TREATMEMT

— B3 -REMEDIATION OF OTHER BARRIERS

|93s33/3393 ~|

!Sched Hours: I

It'-\c:t Hours: I
_v_l IEontractor:l _v_l

!Hourl}l Wage: I

!F'rowder: I

34 - DOMESTICWIOLEMNCE COUMNSELING
ES - MEMNTAL HEALTH COUMSELING

CH - COMCILIATION
Chaf -JDBS.&«MF’LING
e aTaT i e 5 =

Saved Monthly Activities ----------eeeeeeeeo

Schd Hours: }Qct Hours: IHlIy ‘wiage: lF'mvider |Enntractnr

To select aWork Activity Code, click on the drop-down arrow for the Activity field. (See
previous page—the arrow disappears when it is clicked on to bring up the list of activity codes).

E&T (ET) Activity Codes

AS  Initial assessment

B3 Remediation

E3 English as a second language
E6 GED preparation, adult

E7 Literacy improvement

JOBS (JB) Codes

AS Initia assessment

BK Break in countable work activities

Bl Substance abuse

B3 Remediation of other barriers

B4 Domestic violence counseling

B5 Menta Health

CN Conciliation

CW  Job sampling

C1 Community service work

Cc2 Community work service
subsistence

c7 Community work service, public
housing

E5 GED preparation, teen parent

E6 GED preparation, adult

E7 Literacy improvement

2/5/2002
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T1
VC
Vi1

F3
HS
11

13
Ji
J3
(ON)
PS
P1
P3

vVC
WK
X1

Independent work search
Gap due to good cause
Job Corps

Vocational counseling
Vocational training

English as a second language
High school completion
Sdf-initiated post-secondary
education

Sdf-initiated job skillstraining
Sdf-initiated work search
Structured work search
On-the-job training

Program Service Aide
Post-secondary education
Job skills training
Sdf-employment

Seasonal work

Gap due to good cause
Vocationa counsdling

Paid employment
Contractual work search
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/s Case Management System IS
. Work Activities - Add/Change [ ]
Commands

ElEd

IEIient Number:iDDDDDZS?M IEIient NamEZiFredricks,Jo IProgram: IJB Fam Status: |OP

IF'gm Start D ate: |1 2/07/2000 ICunent Fanth: |1 2/2000

IM onth: I'I 252000 = I Save Activity |

e A T Wik dctivity o

}ﬁctivity:l,é,s j IStartDate:l
Futo Thi IProvider: I j IEontractol:l ﬂ

Sun Mon Tue Wed Thu Fri Sat
26 27 28 X 30 1 2
3 4 5 B 7 B 19
0 11 12 13 14 15 16
17 18 183 20 21 22 23
24 2/ B 2728 M 3

«p 1 2 3 4 5 B

Ty Today: 44372001

IS ched Hours: I lﬁct Hours: I IHourIy Wwiage:

Select the desired start and end dates by clicking on the arrows for those fields. A
calendar will display for your convenience and you need only click once on the date to
select it.
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W Case Management System

i Work Activities - Add/Change
Commands

©|5| 8|

|C|ient Number:IDDDDD28?34 |C|ient Name:!F[ed[icks, Jo

lF'gm Start D ate: |1 2/07/2000 ICunent Fanth: |1 2/2000

iF'rogram: IJB

Paom Status: 0P

IMonth: I12a"2DDD 'I Save Activity |
R SR ok Activity o g o
}i\ctivit}l:lAS _Ll IStalt Diate: I'I2.-"D?.n"2DDDL| !E nd D ate: Igg;gg;ggggj IS ched Hours: I }ﬁct Hours: I IH ourly \Wage:
Futo Th I vl Work Activities Add. B _;l IEontractor:l Ll
Display Calendar?
R T SRR A Saved Waork Activities -—- e | ---------------- Saved Manthly Activities -]

I Fanth: Ié.ct: | Start Date: | End Date: | Auto Thru:

ISchd Hours: }ﬁct Hours: lHrI_l,l Wage:lF‘mvider: IContractor:

If using the Auto-Thru feature, the End Date should remain 99/99/9999. For the End

Date, abox asking Display Calendar? appears. If you have clicked on the End Date
drop-down arrow and realized you want to leave the end date open (9's), just click on no.

To set an Auto- Thru month, click on the arrow next to that field and select the month you

want to use. Auto-thrus of up to one year are alowed.

Under Monthly Activity, enter the number of hoursin the Act Hours (Actual Hours) field.
It is from thisfield that Participation Reports are drawn. Use of the Sched Hours
(Scheduled Hours) field is optional and entry depends on office policy.

If the code requires a wage, the Hourly Wage field is used.

2/5/2002
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- =]

Commands
bl =]k ]
IEIient Number:iDDDDDZS?M IEIient NamEZiFredricks, Jo lProgram: !JB Fam Status: |OP
!F'gm Start D ate: |1 2/07/2000 ICunent Fanth: |1 2/2000
]
4
Sawve Activity I
e A T Wik dctivity o
}i\ctivity:l ;I IStart Date:l Li !End Date: Igg;ggjggggj lSched Hours: I iﬁct Hours: I !Hourl}l Wwiage: I
Futo Thi: I vi lProvider: ;I IEontractol:l -
\ 3
2
e s e Saved Work Activities Saved Monthly Activities oo
I Month: Ié.ct: I Start Date: | End Date: | Auto Thiu =Schd Hours: lé.ct Howrs: IHrI_l,l wage: IPro\rider: IContractor:
12/2000 | A5 |12/07/2000 [99/99/9399 ] ooa

Optional fields include Provider (2) (three character free format field) and Contractor (3)
(some codes are provided in the drop-down box, but the field accepts free-format codes
aswdll).

Once al data has been recorded, click on the Save Activity button (4). Y ou may add
other activities after the data has been saved.

If you have selected multiple activities on the main Work Activities screen for updating,
the activities will appear in sequence. You will need to make your changes and save the
first activity and then click on the Traffic Light (5) on the tool bar to enter that activity.
You will then see the next activity. Just repeat the process until all activities have been
updated. Clicking on the Traffic Light after saving the last activity returns you to the
main Work Activities screen.

If you need to change a saved activity, double click on any field of that activity in the
display in the lower half of the screen. This returns the component to the entry fields.
Make your changes and save the activity again.

To return to the Work Activities tab and enter your saved activities there, click on the
Traffic Light (5).
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Payment History Tab

o] 8] 1] »]
IEIient Number:luuuuumaa? _'.i IEIient Marme: ICannon, Alice S. _v_i
[Dlient 88N [226865652 | [Date of Bith: [11/05/1951 |Phone Humber: [(307) 345-5211
Caze Summary T ok, &ctivities TPaymenl HiSlDl_l,], Caze Motes T Clignt Notes T Alertz T
— Payment Infao- 5

I Start Benefit Month: ’U‘I _vJ'I 998 - iEnd Benefit b onth: ;D1 :_52002 :j

Ben Month Auth Date  [Type “endor Mame bax Auth | Menf Admt Yerif D ate Doc Statuz | Status Date
/2002 10/04/2000  [TR’ [ANCHORAGE ALLIA $25.00 $0.00 959/99/3993 |MotReg 99/99/9399
12/2001 1040442000  |TR  |AMCHORAGE ALLIA $25.00 $0.00 959/99/3393 |Mot Req 99,/33/9399
1172001 10/04/2000 |TR  |AMCHORAGE ALLIA $25.00 $0.00 994999999 |MotFeg 99/99/9999
1042001 10/04/2000  |TR  |AMCHORAGE ALLIA $25.00 $0.00 959/93/3993 |Mot Req 99/99/9993
03/2001 1040442000  |TR  |AMCHORAGE ALLIA $25.00 $0.00 959/99/9999 |Mot Req 99/399/9993
0a/2001 03/13/2002  |CC |'wAkMA BOY $500.00 $0.00 99/99/3359 |Mot Req 99,/33/9999
03/2001 0341372002 JCC |'wiahiMa BOY $500.00 $0.00 99/99/9999 |Mot Feg 99/99/9999
03/2001 0341372002 JCC |'WwahkMa BOY $583.00 $0.00 959/99/9933 |Mot Reg 99/99/9933
092001 09,/25/2001 CC  |LAPETITE CHILD $200.00 $200.00 10/25/2001 |Mot Req 99,/33/9999
0a/2001 09,/25/2001 CC  |LAPETITE CHILD $320.00 $320.00 10/25/2001 |Mot Req 99,/33/9399
03/2001 09/25/2001 CC LA PETITE CHILD $100.00 $100.00 10/25/2001 |Mot Reg 99/99/9999
082001 1040442000  |TR  |AMCHORAGE ALLIA $25.00 $25.00 11/20/2002 |Mot Reg 99/99/9993
08/2001 03/13/2002 |CC  |AdA CHILDCARE $300.00 $0.00 959/99/3359 |Mot Req 99,/33/9999
0a/2001 03/13/2002  JCC  |Add CHILDCARE $300.00 $0.00 994999999 |Mot FReg 99/99/9999
08/2001 03/13/2002  JCC  |Add CHILDCARE $335.00 $0.00 99/99/9999 |Mot Feg 99/99/9999
072001 1040442000  |TR  |AMCHORAGE ALLIA $25.00 $25.00 11/20/2002 Mot Reg 99/99/9933
072001 05/13/2002 |CC  |AdA CHILDCARE $452.00 $0.00 99/99/3399 |Mot Req 99,/33/9939
072001 05/13/2002 JCC  |Add CHILDCARE $432.00 $0.00 994999999 |Mot Reg 99/99/9999
072001 05/13/2002 JCC  |Add CHILDCARE $583.00 $0.00 959/99/9953 |Mot Reg 93/399/9993
0E/2001 10/04/2000  |TR  |AMCHORAGE ALLIA $25.00 $25.00 11/20/2002 | Request 12/14/2000
052001 0341342001 CC |AdA CHILDCARE $452.00 $0.00 959/99/3359 |Mot Req 99,/33/9999
0&/2001 03/13/2001 CC  |Add CHILDCARE $432.00 $0.00 99/99/9999 |Mot FReg 99/99/9999
0B/2001 0341342001 CC |Ads CHILDCARE $583.00 $0.00 959/99/3993 |MotReq 99/99/9933
0&/2001 0341342001 CC o |'wWAkMA BOY $500.00 $0.00 959/99/3399 |Mot Req 99,/33/9999
0&/2001 0341342001 EC WwiANMA BOY $500.00 $0.00 99/99/3399 |Mot Req 99,/33/9939
0&/2001 03/13/2001 WwAAM A BOY $582.00 $0.00 99/99/9999 |Mot Reg 99/99/9999

This screen alsp| ays the Supportive Service and Chilg Care aLthor zalions that the sa ected client

hasreceived. The list of Supportive Services Type codes (5) definitions can by found by using
Help, F1. The Max Auth field represents the maximum amount that will be paid for a particular
sarvice. The authorization is a*“promise to pay” by Public Assistance. The Verif Amt (Verified
Amount) represents the amount that will actually be paid or has been paid to a vendor or provider.
If there is datain these fields, then the service has been rendered, the provider or vendor has
submitted a bill and DPA has approved payment.

The Document Status and Document Date fields refer to the interface with the Alaska Statewide
Accounting System (AKSAS). Examples of AKSAS status: rejected-didn’t pay for some reason;
issued-check sent; redeemed-check cashed; not reg-entry not selected for payment by EIS batch
job; request-EIS batch job selected entry; warrant will issue with the next AKSAS run.

When first accessed, Payment History displays the first month of the current year in the Start
Benefit Month fields and the current month and year in the End Benefit Month fields. To display
adifferent payment history period, select the month(s) and year(s) using the drop-down boxes for
those fields; click once on the Traffic Light on the tool bar (1) or on the H& SSlogo. You may
aso use the <enter> key on your keyboard. The new payment history period displaysin the
appropriate fields. This new period continues to display until a new range is selected.

The Next Page button(4), Previous Page button (3) and the Reset Payment Display button (2) on
the tool bar alow for easy viewing of multiple pages of payments.
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CaseNotesTab

. Cas= Management System

Commands NCase [Ites  felp

0|2 & 5“|\“ |I>|:U||

[Client Mumber[0000028337 = | [Client Mame: [Cannon, Alic 5. |
[Dlient 55M:  [22656-5652 w|  [Date of Bith: [11/05/1351 [Phone Number: [[907) 3455211
Caze Summary T wiork Activiies T Payment Hiztary T Caze Motes T Client Maotes T Alertz T FS5F
- Cage Mote
ICase Number:iDDDD?454 iCase Mame: IEannon,AIice 5
Record Record Who Created
Date Time Caze MNate Titls Case Mote?

/297200208 09 BECKTEST K
0172002 [12:26.44 |1 weant to test thiz again TST-BSG G
01/15/2002 |13:46.45 |TestinEIS TST-RUTH M
011542002 (124201 | Testing for Caze managers TST-RUTH M
01/15/2002 |07:47.13 |ANRO Testing TST-RUTH M
01/08/2002 |14:056.13 | Testing TST-RUTH M
12/05/2000 |11:57.09 | Testing TST-RUTH M
114272000 |10:34.38 | Caze note addition STUDEMTOR W
11142000 |13:11.48 | The Mew FSSP TST-RUTH M
08/23/2000  |15:52.20 |this iz a coasts far child PALILY-AMNA S
08/23/2000 |171:04.47 | nest TST-BSG G
08/22/2000 |11:0352 |hello TST-B5G G
08/23/2000 |11:02.48  |my note TST-B5G G
08/23/2000 |10:57.06 |new note TST-B5G G
08/23/2000  |10:56.03 | thkailkjzdkj skfj akj TST-B5G G
08/23/2000 |10:51.55 |title TST-B5G G
07/10/2000 |03:23.55 |thiz iz another test TST-RUTH M
071072000 |09:11.39 |test TST-RUTH M
071072000 |09:07.03 |this iz a test TST-RUTH M
0642642001 [08:29.18 | Testing Caze Motes TST-BS5G G
0EA15/2000 1101058 |Caze Motes TST-RUTH M

This screen alows you to view and add/update Case Notes (CANOs in EIS).  All dectronic Case

Notesentered in either EIS or CMS will be available for view in both programs — this includes

CANOs previoudy entered in EIS.

To create/add a new Case Note, you may choose one of severa different methods:
1. Click once on the Add Case Note button (4) on the tool bar.
2. Click on Case Noteson the menu bar and then select Add.

3. Right click and then select Add.

After function 1, 2 or 3 above, a new Case Note window will display. You may enter the title and

text of your case note from this window.

Similarly, to bring up the Case Note Display window, you may either

1. Double click on a sdected title

2. Highlight atitle and then select Case Notes from the menu bar and then

select display.

3. Highlight atitle and then right click. Then click once on display.
4. Additionally, multiple notes may be selected for viewing. Click and drag the mouse over the
notes to highlight and hit the enter key. The first note will display. Click on the Stop Sign to

display each case note in sequence.

2/5/2002
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2| B 1<\ | [+)]]

[Client Number: 0000028337 ~|  [Client Name: [Cannon, Alice 5. =l

IEIientSSN: 1223.55.5552 _:_] ]Date of Birth: ]11;05;1 951 !F‘hone Murmber: ;[90?] 2455211

Case Summary T wiork Activities T PaymentHistoryT Caze Notes T Clizt Mates T Alerts T FS5F
—Case Notes

ICase Number:IDDDD?454 ICase Mame: ICannon,AIice 5.

Record

Record
Time

| Who Created

Date Caze Mote Title Caze Note?

/29 2 [ BECKTEST K
MA7/2002 [12:26.44 |1 want to test this again TST-BSG G
0141542002 [13:46.45 |TestinEIS TST-RUTH
/A5/2002 [13:42.01 | Testing for Caze managers TST-RUTH M
0141542002 |07:47.13 |ANRO Testing TST-RUTH
01/08/2002 140513 |Testing TST-RUTH
12/08/2001 [11:57.09 |Testing TST-RUTH M
1142742001 |10:34.38 | Casze note addition STUDEMNTOB W
1141442001 [1311.48 | The New FSSP TST-RUTH M
08/23/2001  |15:52.20 [this is a coasts far child PALILY-AMMA S
08/23/2001  [11:04.47 | nest TST-B5G G
08/23/2001 [11:03.52 |hella TST-B5G G
08/23/2001 [11:02.48 |y naote TST-B5G G
08/23/2001  [10.57.06 |new nate TST-B5G G
08/23/2001  |10:56.03  [thkajlkjsdk skf akj TST-B5G G
08/232000  [10:51.55  [title TST-BSG G
0741042001 09:23.55 [this is anather best TST-RUTH M
071042001 0911.29 [test TST-RUTH M
071042001 |0907.03 [thisis atest TST-RUTH M
0E/26/2001 |02:29.18 |Testing Casze Motes TST-BSG G
0EA5/2001  [10:10.59 |Case Notes TST-RUTH M

The Update Case Note (5) button on the tool bar displays only when a case note is available for
updating and that note is highlighted. Case notes can only be updated or edited by the person
who originaly created them, and only on the date they are created.

To update a case note, highlight the note. Then,

1. Double click on the note, or

2. Click on the button, or

3. Click on the Case Notes menu field, and then click on update.

The Case Note Display window will appear, and you may make changes to your case note.
Please Note: Case Notes can be deleted only by the DPA Systems Operations Help Desk
(DPA EISHelpdesk or EISHEL P@hesalth.state.ak.us.) For the Help Desk to delete a case
note, a unit supervisor or lead worker must submit the request and include case number,
case notettitle, date, and time.

Y ou can page forward (3) and page backward (2) through the list of case notes or reset to the top
of thelist (2).

An additiona function of case notesis the ability to copy and paste from them into EIS or Word
or Excel documents, and vice versa. Thisis accomplished by highlighting the text or information
you want to copy, right clicking on the mouse, and selecting copy. Then move the text to the
document you want it to be a part of, right click again, and select paste.
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Word wrap, spell check and grammar check are available for case notes. To turn spell check and
grammar check on or off, select Tools from the menu bar and then select the desired function.

Case Notes entered in EIS will display in CMS exactly as they were entered. If the note was
entered in EIS without regard to aword splitting between the end of one line and the beginning of
the next, word wrap in CM S cannot fix this (unless the entry is accessed in CMS on the date the
case note was entered by the worker who entered it in EIS). However, notes entered in CM S will
word wrap, and thiswill carry over to the display in EIS.

To save a Case Note, click once on the Traffic Light icon located on the tool bar. Please note that

when you click on the Traffic Light to save a case note, the entire CM S * disappears’ from your
display. It reappears once the data has been updated.

.'i.;:.rq! Cas e Mate Display

[ERznl Hu - [Caee Munber: [noooT464 [FocodDate: [ szavance . [Rescond Tiee [03:37.47

i [Eae=tame: [Cennan, Alce 5. [ Record Crested By [eacaraar &

pﬂ"ﬂ:ﬂ “h’l:lmui.ng updats bubkaon

Hom nany quick bhrows fozss junpsd over the Lacy doged

This screen represents a display of a previously entered Case Note. This particular case note is
available for updating. To update or edit the note, click on the Pencil and Paper icon on the tool
bar. The case note fields open up for entry, and the Traffic Light icon replaces the Pencil and
Paper. The format of the note may change somewhat. The changes may be corrected as part of
updating the case note. Once your changes are made, click on the Traffic Light to enter the
changed note into the system. To exit this screen and to return to the Case Note Tab without
making any changes, smply click once on the Stop Sign button near the tool bar or you may click
once on Commands and then select Exit.

A scroll bar on the Display Case Note screen allows viewing of multi-page case note entries. To
print any case note, smply click on the printer icon and select print on the window that appears.
If the note is more than one page, the printing window will flash on and off as each new pageis
printed.
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Client Notes Tab

wi. Case Management System

Commands Client Mokes  Help
@|=| B 1|2

ICIientNumber:IDDDDD2342? _v_| ICIientName: bndrews, Maureen

[BlientS5M:  [452-30-4888 =|  |[Date of Bith: [11/01/1571 |Phone Humber. {(000) 000-0000
Caze Summary T ‘whark Activities T Papment History T Caze Mates T Client Notes ]’ Alerts T F55F
—LClient Motes
|Client Numbel:IDDDDDES42F |Client Mame: IAndrews, Maresn
Record Record who Created
Date Tirne Cligrt Hote Title Cligtit Mate?
R A e | % |End of Client Maotes pres s esvieresd

Client Notes work the same as Case Notes in regards to displaying entries and adding or
updating entries.

**Client Notes have not yet been approved for use. Field Servicesis developing a Client
Note Guideline. Do not use this function on the CM S until the guidelines have been
approved.
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AlertsTab

. Case Management System

Commands  Client Alerts  Help
0|2 & 1|« |n]
!CIientNumber:lDDDDDZS42? _v_i ;EIientName: !Andrews,Maureen _'_i
!CIientSSN: 1482-30-4888 _v_i iDate of Birth: 111£D1£19?1 iF'hone Number: I[DDD] 000-0000
Caze Summary T work Activities T Fayment Histary T Caze Mates T Client Motes I Alerts
Client Alertz T Client Alertz by Caseload ]

Case/Client N ame [Client Hum — [Message Due D ate
ANDREWS, MALUREEN 0000029427 Etesting 041-4-07 & 254-3-31 i 01/30/2002
End of Alerts P W

Al C Caseload 8 | FS0:[ 254 [ Unic| 3 [Caseload| 2

The Alerts screen alows a case manager to set alerts or reminders about aclient’s
progress or activity. This screen will display client alerts only. Case aerts remain with
EIS. The forward and backward arrows and reset to the top icons have been seen on
severa other screens. They work the same way here: when there are multiple pages of
alerts, you can page forward or backward one page at atime, or reset to the top of the
aertslist at any time. Asof Feb. 1, 2002, the Client Alerts by Caseload tab is ill in the
testing and development stages in our Test Region. In Production Region, where case
managers and eligibility workers enter information for their clients, this tab will be
invisible.

There are several methods available for setting a new alert:

1. Click once on the Add Alert Message (Push-Pin) button on the tool bar.
2. At themenu bar, click on Client Alertsand then select Add.
3. Right click with the mouse and then select Add.

There are also severa options for deleting an aert:
1. Highlight the alert message and click once on the Delete Alert button (the garbage
can).
2. Highlight the alert message and click on Client Alerts on the menu bar and then
select Delete
3. Highlight the alert message and right click with the mouse. Select Delete

2/5/2002 25



Once the Add function has been selected, a new window will appear which will allow

for creation of the alert:

w Case Management System

Commands  Client Alerts  Help

Ole| 8| || [#)w]]

ICIient Number:lDDDDDES42? Ll |I:Iient Mame: |Andrews, M aureen LI

[Client $5M:  |462-304888 | [Date of Bith: [11/0141971 |Phane Mumber. |(000) 000-0000

Caze Summary T whork Activities T F'aymentHistolyT Case Notes T Client Motes T

Client Alerts T Client Alerts by Cazeload ]

Alerts

(0730 Commands  Tools

“r olal #l

Create Alert
LE

[Client Nurnber: 0000023427 | Client Mame: [Andrews, Maureen

I [ Date: iw vll Mezzage: |

Tatal Alerts found: | 0000
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& Case Management System

Commands  Client &lerts  Help

Ols| 8| || |#)fu]]

ICIientNumber:IDDDDDES42F | ICIientName: |andrews. Maursen |
[Client 55M:  |482-304888 =|  [Date of Bith: [11401/1571 |Phane Mumber. |(000) 000-0000

Caze Summary T “wiork Activities T PaymentHistoryT Case Motes T Client Mates T Alerts

Chient Alerts T Client Alerts by Caseload ]
T |
ok |

/30 Commands  Tools
[Client Nurnber: (0000023427 | Client Mame: [Andrews, Maureen
I [iue Drate: | ;] | teszage: |

KN January 2002 [+ ]|
Sun Mon Tue wed Thu Fri Sat

M/ I 1 2 3 4 5
E 7 B 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 B 2%
7 | 7\ nEw 1 2
3 4 5 B 7 8B 19
T Today: 173172002

| Tatal Alerts faund: | oo

If you click once on the drop-down arrow on the Due Date field, a calendar will display which
will alow you to select a due date for your alert from the current date forward. (Y ou cannot set
an dert with adue date in the past.) The current month displays in black but you may choose a
different month by clicking on the forward arrow on the calendar. (There is abackward arrow on
the calendar, but since you cannot set dert due dates in the past, it is not functional.)

Once you have selected a due date, you may tab over to the Message fidld. Thisfield hasa 30-
character capacity.

Spell check and grammar check are available for the Message field. If you wish to modify the
spell and grammar check, click Tools at the menu bar and then select the desired option.

To save the alert message, click once on the Traffic Light. The window seems to disappear for a
few seconds as it updates, but the Client Alert Tab screen will return momentarily with the new
dert displayed.

If you want to change an alert message or due date, highlight the alert and click on the pencil and
paper icon. The Update Alert window displays. You may either change the text of the aert or
bring up the calendar to change the due date. Due to the 30-character capacity of the message
field, you may need to highlight the current message and retype it, unless your changes will fit
within the 30 character limit. Click on thetraffic light to enter the changed alert. 1f you exit this
window without clicking on the traffic light, you will receive an edit message reminding you the
alert you selected to change will be deleted.
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FSSP Tab
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To open an FSSP for entry, either click on the pushpin icon or FSSP in the upper |left
by clicking, Create Blank FSSP.

hand side of the screen. Sdlect
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Either action will bring up a start date entry box with the current date displayed:
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By clicking in the Start Date field, a drop-down calendar will appear. Use this calendar
to select your plan start date. 1n the next field you may enter an optiona title if you want
to further identify your FSSP. Click on OK. An edit box appears on the screen showing

the FSSP has been added. Click on OK in that box as well.
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For entries in the other date fields, click on the arrow for the appropriate field and then select a
date from the drop-down calendar. 1f you pull up a calendar in error, press the Esc key on your
keyboard. If you enter an incorrect date, click on the arrow for that field to bring up the calendar
again to select anew date or hit Esc to delete the date.
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The Est.Goal Date information is entered in the text near the top of the printed FSSP: | expect my
family to be able to reach this goal by

Enter the date when the client should have an appointment to review their FSSP in the Review
Date field. Thisdate printsin the | agree to contact my caseworker no later than section
on the back (or page 2) of the FSSP form.

Make an entry in the Exempt Thru field only if the client is exempt from work requirements.
When the FSSP prints, if an exempt thru date is entered, there will be an X next to the statement,
Even though | am exempt from work requirements until (exempt through date) section. If no
Exempt Thru date is entered, the X will appear next to the statement | amrequired to
participate...
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You may save your FSSP as you go along or you may save it upon completion. To save your FSSP, take

one of the following actions:

Click on the H& SSlogo.
Click on the green Traffic Light icon.

Click on the Pencil and Paper icon and select Update FSSP.
Click on FSSP to display adrop-down list and select Update FSSP.

Click onthe Signed Datefield.

Additionally, if you pull up adifferent client from your drop-down Client Name (or Client SSN or Client

Number) List, your FSSP will be saved or updated. However, if you search for a brand new client, FSSP
information for the client you were working on will not be saved.

Any time one of the save actionsisinitiated, spell and grammar check are activated. For more information

on spell and grammar check, see page 38.

Once you have used one of the aforementioned methods to save information on the FSSP, you will not lose
the information if the system goes down or you pull up another FSSP for the same client. Keep in mind
you can change and re-save information on the same FSSP until you have entered a date in the Sgned Date

field and saved the document with this entry.

Information for the Short and Long Term Goals boxesis entered in free form. The boxes contain up to 250
characters. An edit appears when the maximumisreached. Only five lines of your entry will print on the
FSSP. If you have entered more than five lines (e.g., alist of seven items) the additional lineswill not print
on the form, even though the information is available on-line. (Thefont sizein CMS s different from what
actually prints on the form. You may type six or seven linesinto CMS, but the lines will shift a bit when

printed, and you will see five lines on the completed form. The 250 characters will print on the form. If

you want separate lines, you will have to use your Enter key to create the end of each line.)

Management System:
Commands  FSSP Help

0= 8 <)

[Client Nurber: (0000029751 | [Client Name:  [Alex21, Mom

#

IEIientSSN: |D48-34-8488 =l |DateofBirth: |D?£29£19?1

|F‘hone Number: l[uun] 000-0000

Case Summary T ‘wiork Activities T Payment History T

Case Nates T Client Notes T Alerts T FS5P

Alazka Family Sel-Sufficiency Plan Histor

|P|an Start Date: |02m?x2002 [FSSP Title:

Iinitial agsessmentAwork search

|Est. Goal Date: quxzsgzuua LI IHeview Drate: |uz;22;2002 j |Exempt Thru:l
Goals

=

Short Term Goals

Long Term Goals

whern that marimum iz reached. The
prints fiwe lines to the FESP form.
test situations, it is difficult to
typing u

Mazx length of 250 reached

[] Wolunteer Work Experience
[[] Job Sampling

[] On-the~Job training

[[]Job Readiness

[] Literacy impravement
[ Job skill training
[ Employment counzeling

Steps Needed r Activity Plan T Services Needed T Additional Information
wiork Activities E ducationT raining | Other Activities
ent - Full time [m|High School diploma | Lif g ingtruction
[] Employment - Part time [ GED [7] Parenting skills workzhap
[]Job Search [JESL [7] Eztablish paternity

["1Help CSED locate absent parent
[[] Get a child support order in place
[[] Substance abuge azzessmenttreatment

/|
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FSSP Navigationa Tabs

. Case Management System

Commands FS%P  Help
oo ) | |\

/ | \
[Elient Number[oo000za751 =] |EyntName: Iﬁl+21,Mom \ =l

IEIientSSN: |048-34-8488 __v_| }yateofemh: IDFT29£19?‘I IP\DneNumber: ][uuu]u%nuuu

Case Summary T “Work Activitief T Papment Histor‘; T Case MHotes \T Client Motes T \ Alerts T F55P
Alazka Family Self-Sufficishoy F'I74 Histary

\ \

|
IPIan Start D ate: 1023'0?;’2002/ ]FSSP Title: |ir1itial assessment/wark se&ch
IE st. Goal Date: IDE.-’28JEDD/’(:1 !Heview Date: i[’ZJ22a’EDD2_:] !EHempt \hru:l j

Goals
/Sholt Term Goals I \ Long Term Goa&

when that maxijfum is reached. The[field :_i Typing in information to givd this a -
prints five lines to the FE5P form In completed) look. This is wherk we would
test situatighs, it is difficult tp keep say that iz client wants to end up waith
i full-ti job r Analyst at
cvping u =1 |2 ™ imk job as a Programme alyst o _'_l
Vi 1 \ \
Steps Needed r Activity Plan T Services Needed T Additional Infarmation
wiork Achivities I Education/Training Other Achivities

(W] E rmiployment - Full time

(W] High S chool diploma

instruction

1 Emplayrnent - Part time [1GED ] Parenting skill: workshop

[[1Job Search [TJESL [ Establizh patemity

[ olunteer Wiork Experience [] Literacy improvemant [ Help CSED locate abszent parent

[1Job Sampling [ Job skill training [ Get a child support order in place

[T Orthe-Jab training [] Employment counseling [] Substance abuse assessment/reatment

[1Job Readiness
=
=l

These tabs point to various sections of a printed FSSP. Steps Needed reveals the check-
off boxes for the Sieps Needed to Achieve Self-Sufficiency portion of the FSSP.  Activity
Plan shows the Salf-sufficiency activity plan table. Services Needed displays the table for
Services needed to accomplish this plan. Information entered under the Additional
Information tab will print on page 2 of the FSSP just above the Release of Information
paragraph. Simply click on the desired tab with your mouse to open a section.
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i, Case Management System M= E3
Commands ESSP Help

Ol B <2

[Client Number: 000025761 | [Client Mame: JAlex21. Mom |
[Client 55M: |048-34-6488 =|  [Date of Bith: 072941971 |Phane Mumber. |(000) 000-0000

Caze Summary T “wiork Activities T PaymentHistoryT Case Motes T Client Motes T Alerts T
Alazka Family Self-Sufficiency Plan History

IF'Ian Start Date: ID2HD?H2DD2 !FSSF’ Title; Iinitial aszessmentwark. search

IEst. Goal D ate: 102£28£2003 :j gﬁeview Date: |uz;22fzuuz _:] !E:-cempt Thr: _v_|
Goals
Shart Term Goals Long Term Goals
when that maximum iz reached. The field _.‘.i Typing in information te giwe this a -
prints five lines to the F33F form. In comnpleted look. This is where we would
test situations, it is difficult to keep say that this client wants to end up waith
typing u a full-time job as a Programmer/inalyst at _"_l
Steps Needed r Activity Plan T Services Nesded T Additional Infarmation
Whork Activities Education/Training Other Activities
[ Employment - Full time [T High School diploma if nztruction
[ Employment - Part time [ GED [ Parenting skillz workshop
v ich [JESL [_] Establish patemity
[ ¥olurteer Work Experience [] Literacy impravement ["1Help CSED locate absent parent
[1Job Sampling 73] Job skl training [T Get a child support order in place
[71 Orethe-Job training [ Employment counseling ["] Substance abuze aszeszment/treatment
[1Job Readiness
"k ctiv-Getn T 10 Fom completed _:_!

Ed/Trng--contact Div of Voo Rehab
Other Activ--get into Occupational Therapy

||

Under the Steps Needed tab, you can check off specific activities or steps by just clicking
on the desired box with your mouse. We were unable to program a“ [l " for
each section, so the free-form text box below the check-off areas allows case managers to
enter any additional steps or activities. The free-form box allows up to 250 characters
and prints on up to three lines. Information entered in the free-form area prints on the
FSSP in abox titled Other Steps Needed.
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To add an activity, put your mouse/cursor anywhere in the text portion of the table and right
click. This brings up the little box with Add in bold. Click on Add.
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When you click on Add, text fields matching the Activity Plan table appear at the bottom of the
screen. CM S automatically inserts today’ s date as aSart Date but you may change the date with

the drop-down calendar for the field. All fields on this screen require entry.
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Enter the activity information by tabbing to each field. The Activities/hrs per week field alows
175 characters and up to three lines. When you tab to the Review Date field, you will see adate
30 days from the start date. This date can be changed using the drop-down calendar.
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Once entries are complete in all fields, either hit the tab key or click your mouse somewherein
the main Activity Plan table. This brings up a Save Changesbox. Clicking on Yes saves or
creates the activity. Clicking on No deletes the activity. Cancel returns you to the Add Activity

fields.

IMPORTANT: Saving the activity only savesit to the table. If you leave the Case Management

System or pull up another FSSP for the same client without completing one of the save actions
discussed on page 31, the entries will be deleted.
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Once the activity is saved, the first 64 characters of the Activitiesfield display in the table. For
any highlighted activity, the entire text for that activity appearsin the box at the bottom of the
screen. The text appears as it was entered, including any manual carriage returns.
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To change (update) or delete an activity, right click on the activity you want to change, then
select Update or Delete in the box that appears. Clicking Update returns the activity to the text
fields where you can make your changes and re-save the activity. Clicking Delete brings up an
edit box asking if you want to delete the record. Click Yesif you wish to delete the activity from

the plan or No if you change your mind.
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The Services Needed tab works very much like the Activity Plan. Right click anywhere
in the table with your mouse, and then click on Add.
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Enter the service information in the text fields that appear. Hit the Tab key or click on
the Services Needed table to bring up the Save Changes box. Again, remember you may
save the FSSP, or a portion of it, so it won't be deleted when you exit.
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The Services Needed section can be updated or items deleted by the same method used
for the Activity Plan.
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The Additional Information tab is for entering other information the case manager or client thinks
isimportant. Thisfield alows up to 250 characters and will print up to three lines on the FSSP
form if manua carriage returns are entered.

You will dso find the Sgned Date field on this tab with a drop-down calendar. Once adateis
entered, the FSSP is protected and cannot be changed. Remember, if you pull up the calendar
and realize you don’'t want to enter a date yet, just click on the Esc key on your keyboard. If a
signed dateisentered prematurely or the dateisentered in error, the DPA EISHep Desk
can removethedate. Contact the Help Desk at eishelp@health.state.ak.us

Individual offices will need to establish procedures for the Sgned Date. When information for
the FSSP is received over the telephone and the printed form is mailed to the clients for their
signature, we suggest leaving the Sgned Date blank until the client signs the FSSP and returns
the form to the case manager.

Spell and grammar check are activated when the FSSP is saved (see page 31). Once any field, for
example, the short term goas field, is checked, if the FSSP is saved again, that field will not be
checked again. However, if a change is made to the field by typing any input key, including the
space bar or enter/carriage return, the field will be reopened for spell/grammar check. Aswith
spdll check in other parts of CM S, the FSSP screen will disappear, and spell check will appear in
itsplace. Spell check may be alittle sow. Please be patient and do not click your choice more
than once or you may be exited from CMS. It helps to move the mouse dightly after each
completed click.
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The additional infarmation figld iz far any ather information the client and case manager thinks is necessary. This field also allows __4_]
250 characters, and will, with manual retums,
print up to 3 lines on the FS5SP form. :_j
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To print the completed FSSP, click on the printer icon (next to the STOP sign) on the tool
bar. That brings up a screen with FSSP Appointment Time information. The information
entered here will print on the FSSP in the This appointment will be: . . . area. Click on
OK once the information is entered. (If you choose By Telephone, then Location of
Interview changes to Telephone Number.)
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The next message box that appears is the printing information. Make sure you have

selected the correct printer for your location. Choose the number of copies and then hit
Print.
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Another message box tells you the FSSP is printing. Small boxes may appear telling you
page one or page two is printing.

& Case Management System
Commands ESSF Help
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FSSPs are retained by CM S so you may view historical FSSPs.

click on FSSP. A window appears with several options:
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Select Get an FSSP. A list of FSSPs will appear in chronological order with the most
current plan listed first. Double click on the one you want to review to bring it up (or
highlight your selection and click on the Traffic Light). If the selected FSSP does not

have a signed date, you may enter changes.

= Cae Honogemenk Sysiem

m, Family Sell Sefliciency Mlam - Seasch

T O Cotniands
Chard =01 @ & Ql*

Coanm Summany =T [ Feribaa [indevs. Meusen
Slegts Famibg Sel Skt Dake Fesvies Daie FS5F Tikx

W"—f_

11052002 | 00K 00 10000

11052002 | DO I0A000
me- 01DEEE | 01418/
Goak 100 |0

Thix 1lxr &

charscrars
Llipe=s, o
e will ok

Stepe |

Tha Aeddiicna
b goaly hels

2/5/2002

To access this history,

41



Thereis a Delete option in the FSSP drop-down menu. Any FSSP without a signed date
may be deleted. Select the plan you wish to delete by the steps detailed above: Get an
FSSP. Then click on FSSP to see the drop down menu again, and click on Delete
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An edit box appears asking if you want to delete the FSSP.
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If you click Yes, the plan is deleted.
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Endinga CM S Session

To end aCMS session, ssimply click once on the Sop Sign on the tool bar or click once
on the X located at the top right corner of the window. You may also use the menu bar
by selecting Commands and then Exit.
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GLOSSARY

ATAP: Alaska Temporary Assistance Program. The name for the State of Alaska' s cash
assistance program for families with children. May aso be abbreviated as“TA.”

Auto Thru: setting a date (month and year) to allow a case or an activity to be moved
forward automatically from month to month by the digibility or case management
systems.

Client Number: a10-digit identifying number assigned to each client or person that is
registered in the Eligibility Information System. These client numbers start with “06.”

Client SSN: the Socia Security Number of a client registered in the Eligibility
Information System.

CMS: Case Management System. The computer system used to enter information about
work services clients.

DPA: Division of Public Assistance—the unit of the Department of Health and Social
Services of the State of Alaska that administers welfare programs.

EIS: Eligibility Information System. The computer system used by Division of Public
Assistance to determine eligibility for the various welfare programs and to issue benefits,
notices, etc.

H&SS: Department of Health and Social Services. A department of the government of
the State of Alaska.

FSSP: Family Self-Sufficiency Plan. The written plan clients and case managers
complete together to help guide the family to being self-sufficient. Plans are frequently
reviewed and updated or changed to be current with the family’s progress and needs.

IC: Incapacitated. Describes a Temporary Assistance household in which at least one
parent is unable to work due to some sort of incapacitation.

JAS: Jobs Automated System. The computer system used to enter work services
information for Temporary Assistance and Food Stamp recipients. Now integrated with
the Eligibility Information System.

JASP: “JAS’ Payments system. The computer system used for issuing supportive
services and child care monies for clients participating in work activities. Now integrated
with the Eligibility Information System.

REG: Regular. Describes a Food Stamp household type to which no special
considerations or policies apply.
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SPE: Special Category. Describes a Food Stamp household containing at least one
member who is elderly (age 60 or older) or disabled.

Supportive Services: Payments made on behalf of work services clients to vendors who
provide services that allow the client to work, such as child-care, transportation costs, etc.

SysOps: Systems Operations. The computer systems programming and testing unit of
Division of Public Assistance. The Eligibility Information System Help Desk is aso part
of this unit.

TA: See“ATAP.

TANF: Temporary Assistance for Needy Families. The name of the federal program
that provides block grants to the states to use to run their individual programs for
providing cash assistance to families with children. Alaska sprogramiscalled ATAP or
the Alaska Temporary Assistance Program.

User ID: the series of numbers and/or letters assigned to each worker as part of their
security access to the various areas of the State of Alaska Computer Network.

1P: “one parent.” Describes a Temporary Assistance household where there is only one
parent in the home.

2P: “two parent.” Describes a Temporary Assistance household where both the mother
and the father are in the home.
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